TAA/TGAAA Sample Case Notes:
TGAAA Rapid Response-Sample Case Note:

Customer attended Rapid Response meeting and completed the TGAAA Standard Application and signed the Benefit Rights and Obligations form.  Customer meets eligibility requirements for TGAAA based on having a qualifying separation from a trade-impacted facility and customer name also appears on official company layoff list. An intake appointment was scheduled for the customer to come in and complete testing and assessment.
TAA Rapid Response-Sample Case Note:

Customer received Meeting Notice in mail from this local workforce area that was generated from the trade-impacted company’s official layoff list.  Customer’s name appears on official company layoff list. Customer attended Rapid Response and completed Hard 4 forms.   A copy of these forms was provided to this customer.  An individual appointment was scheduled for customer to come in to complete the intake process.  

Individual Employment Plan- Sample Case Note:

Individual Employment Plan was started today with customer.  Discussed employment assistance needs and customer also discussed plans to possibly go into training.  Work History information was gathered and customer also completed transferable skills checklist and indentified multiple transferable skills that would be of value when seeking new employment. (Checklist located in file). GOE was completed in order to identify customer’s interests. Math and Reading test results were also discussed and scores appear to be sufficient to support a training program if customer chooses to proceed with plans for school. Test scores and GOE results were entered into IWDS and on the IEP.
TGAAA Intake/Eligibility/Waiver issued/Testing/EEO-Sample case note
Customer came in today and completed the Intake process and also completed Math, Reading, GOE, and Transferable Skills checklist.  Customer brought in all required documentation and signatures were obtained. Customer meets TGAAA eligibility requirements based on having a qualifying separation from a trade-impacted facility. TGAAA waiver was issued today after completion of testing and assessment.  Customer is not interested in training at this time and prefers to continue seeking FT employment.  Illinois Skills Match and Illinois WorkNet have been completed by customer.  Resume is needed and customer was informed he can access Resource Room for assistance with resume completion.  EEO form was explained and a copy of this was given to the customer.  Customer was also reminded of monthly contact requirements and was given a copy of the Date Finder.
TAA Intake/Eligibility/Testing/EEO
Customer came in today to complete the intake process.  Customer provided appropriate documentation to verify employment at the trade-impacted company.  Customer's name also appears on official layoff list from trade-impacted company. Customer meets eligibility requirements for TAA based on having a qualifying separation from a trade-impacted facility.  EEO was explained and a copy given to customer. Customer is making plans to start a training program but has not made a decision at this time on what type of training to choose.  Math, Reading, Transferable Skills Checklist, and GOE was completed by customer today.  Customer was reminded of 28 day contact requirements and given a Date Finder schedule as a reminder of dates to contact case manager. Also gave Waiver Review forms to attach to work search records before turning in to case manager.  Customer will call back once a decision is made on training.

Training Decision -case note sample:
Customer stopped by today to discuss his decision to enroll into the CDL program at Lake Land College. A Request for Training packet was given to customer as well as information on filing FAFSA online. Customer agreed to have training request packet returned to this case manager no later than December 13th in order to be able to enroll for Spring semester.
Review of Request for Training Packet-Case note sample

Customer came in today to turn in his Request for Training packet.  It appears the customer was able to find 3 businesses who are willing to hire him after the completion of his training.  He reports his projected salary after graduation will be acceptable and will meet his needs. An appointment was set up for him to come in and complete Career Scope next Monday.

Career Scope/Approval of Training-Case Note Sample
Customer came in today to complete Career Scope to identify aptitude and interests.  His General Learning Ability score was very high, indicating likely success in his training program.  Math and Clerical scores were also above average, which is also important to his success in the CDL program.  This case manager reviewed scores with the customer and approved him for training.  Customer was given contact information and instructed to contact Lake Land College CDL advisor to discuss beginning CDL training in two weeks.  Customer will call be back to confirm his acceptance into the program.
Voucher appointment/Training Orientation
Customer was accepted into CDL training and came today to complete Training Orientation.  We reviewed requirements for training and attendance record/Bi-Weekly form requirements were explained.  Vouchers for payment were issued today and customer was given copies.  Original voucher was sent to Lake Land to notify them of payment method for this customer.
Exceeding Soft cap in training- Case Note Requirement:
The State requires a case note entered on those customers that went over the 20,000.00 cap.  Some of our customers are going over soft cap due to mileage.  If this is the case, please add the following case note:

   "Customer is attending a training program that is located at a distance that meets eligibility requirements for TAA transportation reimbursement.  The customer lives in a rural area in which travel is necessary to attend the closest college providing this training.  The cost estimate for this program is calculated to be over the $20,000.00 cap due to transportation costs." 
 In the Subject Line of the case note, just type "Explanation of training cost projection"
28 day status-Sample Status entry: (sample only!  Do NOT copy and paste this!!!)
Customer brought in work search and it appears customer is seeking appropriate employment based on skill level.  Customer’s search documents reflect he has had 2 interviews and turned in applications to at least 7 locations this month. Reviewed resume with customer and it effectively reflects customer’s abilities.  Customer may be interested in mock interview. Waiver to be continued.  

IMPORTANT!!  Read below regarding 28 day status entries into IWDS!
Add specific details of each customer’s job search as you view every 28 days.  28 day status screen needs to be specific to each customer and not a cookie cutter entry.  Please take time to summarize what the customer says and what you see on the work search records.
Training/Attendance-Sample Case Note
Customer dropped off his attendance record for December.  On his Monthly Contact form, he reports he is getting 2 B’s and a C in Chemistry. He reports enjoying school but finds Chemistry to be difficult. Attendance records appear accurate and there were no unjustified absences.  On-line instructor also sent email to verify customer’s participation. Attendance record will be processed for mileage reimbursement. 
